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On-Page Connector. Used to avoid complex 

overlapping connector lines or to continue a 

process on a subsequent page.  Connectors are 

labeled with UPPER CASE letters.

Indicates point at which the process begins. Does 

not represent any activity.

Represents a document of any kind, either 

electronic or hard copy

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

Document

X

Indicates point at which the process ends. Does 

not represent any activity.

Inter Process Connector. Used to connect steps 

between business processes.   Connectors are 

labeled with UPPER CASE letters.

Start

Batch 

Process

Decision 

Outcome

E

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Represents a process step that is performed within the 

PeopleSoft system. Use a verb phrase (Process Invoice) NOT a 

noun phrase (Invoice Processing) to describe the step.

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.
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End
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Cardinal

PA 3.0 Create and Amend Contracts – 3.1 Create Contracts

Select pre-configured 

product(s) to create 

contract line(s)

3.1.2

Create Contract 

Line(s)

Applicable if the 

accounting defaulted to 

the contract line(s) 

needs to be updated or 

is incomplete

3.1.1 

Create Contract 

Header

A

Enter information on 

contract header page

3.1.3

Create Accounting 

Distribution(s)

Start

A

3.1.1.1

Update Contract 

Header Billing 

Options

Attaching projects / activities 

& rate sets / plans are 

required to bill rate based 

contract lines(s).  Rate sets / 

plans are not applicable for 

amount based contract 

line(s)

3.1.4

Create Contract 

Terms

Applicable if amount 

based contract lines 

are added to the 

contract.

Prepaids would be 

setup on a contract if a 

customer has prepaid 

for goods or services

Applicable if the product(s) 

used to create the contract 

line(s) do not default the 

bill plan information

3.1.5

Perform Amount 

Allocation

3.1.6

Create Prepaid(s)

3.1.7

Create or Update 

Billing Plan(s)

B

3.1.8

Create or Update 

Revenue Plan(s)

Applicable if the product(s) 

used to create the contract 

line(s) do not default the 

revenue plan information
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PA 3.0 Create and Amend Contracts – 3.1 Create Contracts

The contract is 

activated on the 

contract header 

page.

EndB

Applicable if the 

product(s) used to 

create the contract 

line(s) are not 

configured to set the 

bill plan(s) to ready 

when the contract is 

activated

Applicable if the 

product(s) used to 

create the contract 

line(s) are not 

configured to set 

the revenue 

plan(s) to ready 

when the contract 

is activated

Contract notes can 

consist of internal 

notes and bill / revenue 

plan notes

3.1.9

Activate Contract

3.1.10

Ready Bill Plan(s)

3.1.11

Ready Revenue 

Plan(s)

3.1.12

Add Note(s) to 

Contract

3.1.13

Add Project Id to 

Third Party 

Allocation Tree (s)

Third Party allocation 

trees will be 

preconfigured. These 

trees will contain nodes 

that represent each 

participating 

percentage scenario.



4 of 4

Cardinal

PA 3.0 Create and Amend Contracts – 3.2 Amend Contracts

D

3.2.4

Update Amount 

Allocation

3.2.5

Set Amendment 

Status to Ready

Go to the amendment 

amount allocation 

page.  Applies when 

adding /updating 

amount based contract 

line(s)

The amendments page 

is automatically 

displalyed

3.2.7

Review 

Amendments

3.2.3

Amend the 

Contract Header, 

Contract Line(s), or 

Contract Terms

Start

Process the 

amendment by 

selecting the process 

amendment button

End

3.2.2

Enter Amendment 

Type and Reason 

Code

Select the amend 

contract button on the 

page representing the 

section of the contract 

being amended

3.2.1

Initiate 

Amendment 

Processing

Return to the 

amendments page and 

select the detail link.

D

Return to the page that 

represents the section 

of the contract being 

amended

Utilize the online 

review amendments 

inquiry to review 

amendments

3.2.6

Process 

Amendment
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